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At Charlies our staff teams well-being is of the utmost importance to use.  This policy  will ensure that we all maintain a healthy work/life balance and that we are well rested and refreshed to focus on our role enabling each of us to give the best of ourselves to the children in our care.

It is important to understand the following so that the group remains a valuable source of information where we can communicate effectively as a team.  The following rules are in place;

· Work chat only, (no sensitive info), 
· Remain professional (respect each other, no bullying), 

Timing (limit after hours, use "Do Not Disturb"), Personal devices mean personal time, these will be our boundaries and clear guidelines for emergencies vs. general chat. 

Practical Guidelines:
Please use 'Mute'/'Do Not Disturb': mute notifications after hours.

Admin Role: 
Admins will enforce rules, manage the members, and moderate content.

Policy & Training: 
This is a formal written policy and if you require support or training on staff expectations please don’t hesitate to speak to a member of the management team.

Core principles:
No staff or management  will post in the groups after 7:30pm and before 6:30am Monday to Friday.  Saturdays and Sundays will be kept post free.  Out of hours contact for URGENT matters will be messaged privately to Joanne Morgan who will then signpost messages to the relevant contact if necessary.

Respecting boundaries:
Personal phones are for personal time; out-of-hours contact will be an exception, not the norm.  Staff members should not feel pressured to respond instantly outside working hours. 

Rules for communication:
· Messages will be Purpose-Driven to enhance communication of policies and procedures that relate to the teamwork required to effectively run the room.
· Keep messages strictly work-related and relevant to the group's focus.
· Professional Tone: Maintain courtesy; no inappropriate humour, bullying, or offensive content.

Confidentiality: 
Never share sensitive company or personal data on WhatsApp.

No Spam/Off-Topic: Avoid irrelevant forwards, memes, or personal chats.

Verify Info: Don't share unverified "news" or gossip. 
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